
Resources at the Kentucky 
Dept. for Libraries & Archives 

for State Employees: 
A Tutorial



About the Tutorial of Services
• This tutorial demonstrates how state government 

employees can use KDLA’s specialized services

• It will show you how to:
– Apply for a library account
– Use Ask A Librarian
– Use electronic databases at your desktop
– Find and obtain books, audiobooks, DVDs, and videos 

using the online catalog and Resource Lists
– Request materials through Interlibrary Loan

• It will take approximately 5 minutes to view



Start at KDLA’s website: www.kdla.ky.gov

Click here to 
browse 

the services we 
offer only to state 

government 
employees!



How to Apply Online for Your Library Account

Click here 
to apply for 
your library 
account…



How to Apply Online for Your Library Account

Just fill out and 
submit this form 

and we will e-mail 
your account 

number to you (in 
1-2 business days).

Then, you can 
immediately begin 

borrowing our 
materials and 
accessing our 

electronic 
databases directly 
from your desktop!



When to use Ask A Librarian

• Use Ask a Librarian when you:
– can’t find a book, audiobook, or DVD/video in our 

collection
– would like to request the full-text of an article
– need help using the electronic databases
– need help with your research
– have a question!

Go to Ask A Librarian now!

http://www.kdla.ky.gov/research/sgasklib.asp


How to use Ask A Librarian

To use Ask 
A Librarian, 

just click 
this link.



Ask A Librarian Information Request Form

Use this request 
form to ask any 

work-related 
questions – from 

in-depth 
research to quick 
look-ups – and to 
obtain materials 

from other 
libraries through 
Interlibrary Loan.



About our Electronic Databases
• Our electronic databases have:

– Journal, magazine, and newspaper articles
– Historical newspaper articles
– Statistics, business data, federal government information, 

and more

• Our electronic databases cover:
– Business, medicine, education, science and technology, 

current events, legal topics, and more

Go to our Databases page now!

http://www.kdla.ky.gov/sgworker/databases.htm


How to use our Electronic Databases

To use the databases, 
go back to the “Just for 

State Government 
Employees” page and 

click this link.



Choose a Database from the List

To learn more 
about a database, 

click on its 
Description or 

view its 
Tutorial.

To access a 
database, 
click on its 

name.



Login to the Database

Your barcode number
is the account number
that you were given 

when you signed up; 
or, it’s on the back 
of your library card.



Now You Can Begin Searching the Database!

Once you’re in a database, you can search
as much as you like for any information 
that interests you, and then print it out
or email it to yourself or a colleague.



About the KDLA Online Catalog
• Use the catalog to find out what books, 

audiobooks, DVDs/videos, periodicals, etc. 
we have in our collection

• To use our catalog, go to:
– http://kdla.kyvl.org
– or, click the “Catalog” link on our website

• Now, we’ll look at how to search for and 
request items from the catalog

http://kdla.kyvl.org/
http://www.kdla.ky.gov/home.htm


How to Access the Online Catalog

Click the 
“Catalog” link 

on our 
homepage



How to Search the Catalog

We’ll start with a simple search. 
First, enter your word/s

in the search box 
and click “Go.”

Check out 
the catalog 
tutorial too!



Review and Filter Your Search Results

This search got 159 hits, including 
all types of materials. 

If you only want a certain type of material, 
choose a filter from the list below. Let’s say 

you only want audiobooks…

Just click the
audiobooks

filter…



Review and Filter Your Search Results

Now you only have 7 items to look at 
and they’re all audiobooks!

Let’s take a closer look at 
the fourth item…



How to Request a Book or Audiobook

This is the item’s catalog record; every item 
in our catalog has one like it.

It tells you when the item was published, 
how long it is, what subjects it covers, 

and if it’s checked out. 

From here, you can request the item and 
have it sent directly to your office!

Just click the link on the right-hand side…



How to Request a Book or Audiobook

Enter your barcode number and 
your last name, then click “Log in.”

Your barcode is on the back of your
library card; or, it’s the number you

were given when you signed up
for a library account.



How to Request a Book or Audiobook

Click the “Material
Request” link…



How to Request a Book or Audiobook

Then, tell us if you would like us to
deliver the item to your office (by 

messenger mail in Frankfort, UPS if out
in the state; takes 1-3 business days), or

if you’d like to pick it up at the library.

Finally, give us your barcode number
again, click “Submit,” and we’ll begin

working on your request!



How to Request a DVD or Video
• To request a DVD or video, please fill out the Ask 

A Librarian form using the following steps:

1. From the catalog record, highlight and copy the title of the item you 
want

2. Go to the Ask A Librarian form
3. Fill out your personal information
4. Paste the copied title into the “What is Your Request?” window
5. Highlight and copy the call number of the item you want
6. Paste under the title information
7. Hit the Submit button! 
• You may include up to 10 items in one request

• If you need assistance, please call the Circulation Desk at:
502-564-8300, ext. 337
800-928-7000, ext. 337

http://kdla.ky.gov/research/sgasklib.asp


Recommended Resource Lists
• Use our Recommended Resource Lists to browse our work- 

related materials
– Our Resource Lists include topics like:

• Violence in the workplace
• Managing relationships at work
• Team building
• Customer service
• Sexual harassment

– The lists include books, audiobooks, DVDs/videos, and websites

• To view our Resource Lists:
– Go back to the “Just for State Government Employees” page
– Click the “Select & Reserve Training Materials on Work-Related Topics” link

http://www.kdla.ky.gov/sgworkers.htm
http://www.kdla.ky.gov/resources.htm


Recommended Resource Lists

Click 
on this 
link…



Recommended Resource Lists

The Resource Lists are divided 
into four main categories: 

Computer Training Materials, 
Management/Employee 

Training, Safety, and Wellness 
and Lifestyle.



Recommended Resource Lists

Click on the topic that 
interests you. 

Many of our lists are in 
PDF format, so you can 

easily print them out and 
share them with your 

colleagues.



Recommended Resource Lists



Interlibrary Loan
• For access to work-related items that we do not have in our 

collection, use Interlibrary Loan

• With Interlibrary Loan, we can borrow materials from other 
libraries for you, at no charge to you or your agency!
– Including books, journal & newspaper articles, microfiche, etc.

• To use Interlibrary Loan, fill out our Ask A Librarian KY 
Government Employee Information Request Form
– Please give us as much information about the item as possible!

• Delivery of Interlibrary Loan materials may take 7-10 
business days

http://www.kdla.ky.gov/sgworker/ILL.htm


Training Opportunities

For more training, please visit the 
State Library Training portion of the 

“Just for State Government 
Employees” page. 

We offer live and pre-recorded 
trainings on a variety of topics!



Thank You!

Thank you for viewing this tutorial!

If you have questions about any of the 
services we provide, please call:

502-564-8300, ext. 342
800-928-7000, ext. 342

or, use Ask A Librarian!

http://www.kdla.ky.gov/research/sgasklib.asp


Thank you!!
Resources at the Kentucky 

Dept. for Libraries & Archives 
for State Employees: 

A Tutorial

State Library Services
Kentucky Dept. for Libraries and Archives

2009


	Resources at the Kentucky�Dept. for Libraries & Archives �for State Employees:�A Tutorial
	About the Tutorial of Services
	Start at KDLA’s website: www.kdla.ky.gov
	How to Apply Online for Your Library Account
	How to Apply Online for Your Library Account
	When to use Ask A Librarian
	How to use Ask A Librarian
	Ask A Librarian Information Request Form
	About our Electronic Databases
	How to use our Electronic Databases
	Choose a Database from the List
	Login to the Database
	Now You Can Begin Searching the Database!
	About the KDLA Online Catalog
	How to Access the Online Catalog
	How to Search the Catalog
	Review and Filter Your Search Results
	Review and Filter Your Search Results
	How to Request a Book or Audiobook
	How to Request a Book or Audiobook
	How to Request a Book or Audiobook
	How to Request a Book or Audiobook
	Slide Number 23
	Recommended Resource Lists
	Recommended Resource Lists
	Recommended Resource Lists
	Recommended Resource Lists
	Recommended Resource Lists
	Interlibrary Loan
	Training Opportunities
	Thank You!
	Slide Number 32

